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OFFICE OF CENTRAL RIFERENCE
18 November 1957

Project ONE

o study the Intellofax system in order to determine ifs

(1)
(2)
(3)
()

(5)
(6)
(n
(8)

(9)

the encoding of requests is unreliable.

the citations are inadequate.

the system is unsufficlently used.

the same dsta is given on repeated runs for the
same codeS.

the service is slow, untrusiworthy, and costlye
the older cards are unavailable.

the system requires excessire spaces

thé system duplicates work lone in the other
OCR Heglsters.

the system fails to provide gservice at as high
an intellectual level as 1s needed for the proﬁ:ram

of the Agercy.
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18 Novembter 1957

Pro:ect TVO

To study the machine filing and reproduction of IBM index cards
in order to determine if:
(1) machine filing and selection is limited by virtue
of the multiplicity of IBM file decks.
(2) the machine files require excessive space.
(3) machine sorting and refinement is minimal,
(4) fascimile and photostat expediter service can
be obtained at lower cost by use of other
processes.
(5) the reproduction ration in use on the photostat

expeditors saould be increased.
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18 November 1957

Project THREE

To study the ISC » and compare the advantages of the present Intello-
fax-aperture card system with the benefits of a recommended printed
bibliography and intact hard copy systemy to specifically determine
ifs
(1) the ISC camnot be applied uniformly to book and
document coding,
(2) an intact hard copy system would be more economical
of space, provide speedier service, and be less costly
than the present system,
(3) the aperture card system is an inefficient substitute
for an intact hard copy file,
(4) program eff: cleney will result in having a prin:ed
bibliography instead of the Intellofax system,
(5) the IPI could be expanded te¢ include all documents,
books, periodical articles, and FRIS material,
(6) 1t is feasible to make photostat copies of single
copy enclosures for Acquisition Branch customers.,
(7) a printed bibliography would be cheap to produce and
would prove timely enough to serve information staff
needs in licu of Intellofax,
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Project FOUR

To study book and document selection criteria and determine the
proper location of the selection function in the organizational
structure; specifically to determine if:
(1) the Agency staff participates in the selection
process,
(2) there is a satisfactory selection policy.
(3) the selection function should be in Acquisitions

Branch or in Reference.

SeE=CwR<E=T
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OFFICE OF CENTRAL REFERENCE
18 November 1957

Prolect. FIVE

To study the Acquisitions Branch work load and production; the cone
tinuance of the "% channel; and, the utiligzation of covert sourcess
specifically to determine if:
(1) Acquisition Branch functions overlap those of Roference
and Circulation.
(2) Acquisition Branch work output is below standard,
(3) the Domestic Section should be moved to "Y" Building
now,
(L) distribution and dissemination processes should be clearly
split and separately administered,
(5) there is a need for a semi-covert Procurement channel
in New York City,

(6) the Covert Unit ecan be reduced in gize.

Sejial «R=E-T
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Project SIX

To study all aspects of publications expenditures including the book
budget, cash procurement, and fiscal controls; specifically to
determine if:
(1) the budget for publications is too lowe
(2) the rate of purchase is in any way affected by staff
and space limltations.
(3) the budget for expendables and the budget for the main
collections should be separate.
(L) the present budget philosophy should be revised.
(5) the fiscal controls and procedures in Acquisitions

need changing,

Sefel sfeE=T
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Project SEVEN

(1) the planning, administration, and operation of the
PPO system is inflexible ang needs beefing UPo

(2) the Agency's administrative relationship to State
Department on Ppo matters should be improved anc
strengthened,

(3) PPO work performance is too Iow,
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OFFICE OF CENTRAL REFERENCE
18 November 1957

Project EIGHT

To study work load, production, and service rendered by the Circula-
tion Branch; specifically to determine ifs

(1) production is low.

(2) service is slowe.

(3) the Branch is over-staffed to do its jobe

(L) it is performing functions that should be assigned .

elsewhere.

S=E<CeR=E=T
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Pro;( ect NINE

To study the present card catalogs, cataloging section work loads,
and the cost of cataloging; specifically to determine if:

(1) the catalogs are inefficient tools badly kept.

{(2) too many cards per title are made.

(3) cataloging costs are abnormally higho

(L) worﬁoad is low.

(5) the cataloging staff should de reduced by half,

(6) conventional 3x5 cards can be substituted for

IBM cards.
(7) Library of Congress catalogiag can be profitably

applied to CIA cataloging procedures.

SeRE=CeR=E=T
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Project TEN

To study Reference Eranch work load, reference tools, and the tech=-
niques of giving information servicej specifically %o determine ift
(1) service is low compared to number of analysts
served.
(2) three fourths of the work is routine.
(3) work is low in quality.
(L) staff is untrained.
(5) reference tools are inferior.
(6) the Information Unit is overstaffed.
(7) the book and periodical collection in Acquisitions
should be transferred to Ref erenceo
(8) reference 1ibrarians should be used to give custoiner
higher cub of references on a given requesto
(9) service to customers can be put on a five minute

or less schedule.

A S<EeC=R=E=T
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OFFICE OF CENTRAL REFERENCE
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Prolect ELEVEN

To weigh the advantages and disadvantages of the single information
center concept; specifically to deternine ifs
(1) it is feasible to oreate a single point for OCR
customer service,
(2) short term requests can be a:commodated at the
single point without further referral.
(3) a pilot approach could be male in advance of the
big move.

(4) and how the single point idea should be organized.
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Project THIRTEEN

To study the OCR ‘operational reporting programg specificslly to
datermine if:
(1) Too much tire is spent keeping unnecessary records.
(2) Present monthly reports can be revised in order better
to refleet informetion of esweclal value to mansgement.
(3) An annual (cr semi-annual) report can be devisec as an
integral part of OCRis report system, which repcrt would
be of value to top Agency management as well as to
supervisors withir OCR.
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Project FOURTEEN

To study the tr:;ining policies of OCR and OTR; specifically to
determine if:

(1) Professional. employees of OCR should be given the same
training program, particularly in introductory courses,
as are the analysts in producing offices in the Agenéyq

(2) A training progran can be devised which will enable
the professional staff of OCR to give a higher level
of reference service to users of OCR facilities from

the intelligence community,
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Pro;_]ect FIFTEEN

To study means whereby OCR can get adequate guidance for its opera=
tions from customer offices; specifically to determine ifs
(1) A Library Committee composed of representatives of all
the components of the Agehcy should be created to serve
in an advisory capacity to the Assistant Director/OCR
and as a channel of communication 1o the Agency.
(2) A program should be developed to bring together the
analyst and the Reference Staff so that the Referénce
Staff may be aware as much as possible of what intelll-
gence reports and programs are underway so that the
staff might give a higher level reference service and
be prepared to call to the attention of the analyst
pertinent periodical articles, intelligence reports,
books, documents, etc., which 1s a normal special

library technigue end service,

S=keleRefksT
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Project SIXTEEN

To study the feasibility and desirabg._:!.ty of regrouping within OCR

certain reference-type functions now the responsibility ¢f other

Offices; specifically to determine if:
7 (1) The Map Libr..ary, ORR, should be transferred to OCR,
v (2) The Foreign Decument Division, 00, should be trans-
ferred to OCR.
(3) The Office of Training Library should be transferred
to OCR.
(L) Thé Historical Intelligence Collection should be

transferred to OCR, U a f‘z" f .)D/[
(5) Such transfers are essential to preserve the "cont

reference® concepto
(6) Timing of transfer is an important element, assuming

transfer,

SeE<CeR=EaT
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Project SEVENTEEN

To study what changes in the orgenization and staffing pattern of

OCR are necessary; specifically to determine if:

Note ~ Specific problems Will depend on the findings
" of and the actions talken pursuant to the earlier
studies. This project is therefore placed in deferred

status.
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